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Setting Up Your Direct Deposit — COVID 19

Provider Job Aid: Updated 5/4/2020

Overview

Payments for the care you provide to children whose parent or guardian qualifies for Subsidized
Child Care Assistance are deposited directly into the bank account you choose. To get paid, one
owner (or the person designated as Operation Contact) must set up direct deposits with
ebtEDGE, our direct-deposit payment processor. This job aid describes how to:

e Set up direct deposit for your payments
e Access payment transaction information

e Update information which ebtEDGE has on file

Before you follow the instructions in this job aid, make sure you have completed the following:

e Establish a bank or pay card account to receive your direct deposit. This account must
meet Automated Clearing House (ACH) standards. Most checking, savings, and pay card
accounts — whether personal or business — qualify.

e Make certain that every computer you and anyone else at your Child Care home/facility
expects to use to access the Provider Portal has the capacity to access it. These
computers should meet or exceed the system recommendations listed in the Provider
System Recommendations flyer. It’s located on the NC FAST webpage at the NC DHHS
Division of Child Development and Early Education (DCDEE) website
(https://ncchildcare.ncdhhs.gov/Services/NC-FAST).

e Make sure that you and anyone else at your Child Care home/facility who needs access
to the Provider Portal has a unique Business NCID. Also make sure that each of you can
actually access your home/facility’s Provider Portal account. Follow the instructions in
the How to Create and Link Your Business NCID job aid located on the NC FAST webpage
at DCDEE’s website (https://ncchildcare.ncdhhs.gov/Services/NC-FAST).

e Enroll your Child Care home/facility in the Subsidized Child Care Assistance (SCCA)
program through the Provider Portal
(https://providerportal.nc.gov/NavigatorS/logon.jsp). Log in to the portal, access the
Enrollment and Re-enrollment for Providers job aid, and follow the instructions. When
you complete the initial enrollment process, NC FAST will assign a unique Provider
Location ID to each of the home/facility locations that you enroll in the SCCA program
and send these to ebtEDGE to notify them that you are enrolled.



https://ncchildcare.ncdhhs.gov/Services/NC-FAST
https://ncchildcare.ncdhhs.gov/Services/NC-FAST

Setting Up Your Direct Deposit (updated 4/21/2020) page 2 of 12

Notes:

Read this entire job aid and the entire direct deposit provider agreement before you
enter any information on the agreement. Follow steps 3-6 below to access a blank copy
of the agreement.

ebtEDGE is working as quickly as possible to process requests for P-Subsidy. You’ll
receive a message in the Provider Portal when ebtEDGE has set up your direct deposit.

You cannot submit a monthly attendance roster unless the status of your ebtEDGE
direct deposit is active.

If you want to be paid the same month that you submit an attendance roster, you must
complete the entire direct deposit set-up process by the fifth calendar day of that same
month. This is also the same day your monthly attendance roster is due.

ebtEDGE releases the payment to your bank/pay card account on the 15th day of the
same month in which you submitted the attendance roster. The transaction should
appear on your ebtEDGE payment transaction account by 8 am on the 16%. However, it
may take up to five days for your bank/pay card provider to process the payment and
make the funds available.

Set Up Your Direct Deposit

One owner or the designated Operations Contact sets-up direct deposits for a Child Care
home/facility.

If you have questions or experience problems with the direct deposit set-up process call
ebtEDGE at 800-894-0050 (press 1 to wait for the next available agent).

Note: ebtEDGE will not share any personally identifiable information on your direct deposit
provider agreement with NC FAST, county/LPA staff, or the NC DHHS Division of Child
Development and Early Education (DCDEE).

1. Gather one of the following to attach to your Child Care home/facility’s direct
deposit provider agreement:

a. A blank check or deposit slip associated with the bank account you want to
receive your payments by direct deposit

Notes:
e Write “void” on the check or deposit slip.

¢ If you want your payments deposited into a savings account but don’t have
any pre-printed deposit slips that contain your name (or the name of your
Child Care home/facility), your savings account number, and the bank’s
routing number, you will need to get a letter from the bank that states this
information.

b. An official letter from your pay card provider (if you want your payments
credited to a pay card) that specifies the:
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e Pay card account owner’s name
e Pay card account number
2. When you receive the Provider Portal message saying ebtEDGE has set up your

direct deposit, navigate to the specific facility home page in the Emergency Child
Care Portal to quickly locate the Provider Location ID.

Account aata N " Araste Emplo
Frannie's Home Child Care LLC SIRERA AL | RSNy Soeses

ue Location Id

> License MNumber Unig
Home CP-048-XYR 4328745

Monthly Attendance Sheets (4)

Note: If you do not see a Provider Location ID, please ensure that you are enrolled in
SCCA. If you are enrolled and have issues locating your Provider Location ID, you can
request it by calling EbtEDGE at 800-894-0050 (choose Option 1). The agent will give
you the Provider Location ID for each Child Care home/facility you operate.

e If you need to contact ebtEDGE to request your Provider Location ID, allow at
least one full business day to pass after enrolling in the SCCA program.

3. Click https://www.ebtedge.com to open the ebtEDGE website in your preferred
web browser.

4. The website displays. Click Provider Login.


https://www.ebtedge.com/gov/portal/PortalHome.do
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r: | S ebtEDGES™

*rd
Shit

ebtEDGE SM offers you direct access to the EBT information you need. Choose your EBT group below and click More Information.

EBT Cardholders

Agency
1 = View the balance on your EBT card = Access EBT services
Lt = Review your transactions = View your EBT reports
t -. = Read helpful hints = Access EBT documentation
= and more ...
- More Information More Information
Cardholder Login
Agency Login EBT Merchants EBT Partners
Merehart oo = View your EBT reports = Clear vouchers
9 = Access EBT documentation = Access EBT services
Provider Login = Clear vouchers = Access EBT documentation
= and more .. = and more ..
Partner Login
More Information More Information

tscradminl ogin Child Care Providers

= View your deposits

About EBT = View your transactions

= Access documentation
USDA - FNS = Complete your contract online
NACHA

More Information

Online Privacy Notice FIS Privacy Policy Terms and Conditions

5. The Child Care Provider Log In page displays. Click North Carolina Provider Agreement.

see

r: | S ebtEDGE

Child Care Provider Log In

. Enter your user ID and password in the boxes below and click Login.

- @  First time logging in? Do you need a User ID and password?
Complete your contract or register online now
i User ID:
Cardholder Login I l For North Cagali ) ) istance (SCCA):
Agency Login Click here foj North Carolina Provider Agreement
Merchant Login For Kansas Child Care Provider (KSDCF):
Provides Login Login Click here for Kansas Provider Agreement
Partner Login For Wisconsin Provider Child Care Provider (WIDCF):
Click here for Wisconsin Provider Agreement
User Admin Login Did you forget your password?
Your Password will expire after 45 days.
About EBT Your User ID will expire after 90 days of inactivity.
USDA- FNS
NACHA

Online Privacy Notice FIS Privacy Policy Terms and Conditions

6. The Agreement for Subsidized Child Care Redemption (PDF) downloads and opens in

Adobe Acrobat Reader. Print the six-page agreement and read it thoroughly before
you continue to step 7.
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Note: Call ebtEDGE at 800-894-0050 (press 1) if you have any questions about the
agreement.

7. Complete page 1 of the printed direct deposit provider agreement.

Note: You must provide an answer to every item on the direct deposit provider
agreement that is marked with a red asterisk (*).

* Required information
Provider This is your State prowided Location ID. It
Location starts with a letter followed by 6 digits (i.e.
* B654321)
D
Provider
ko +{  Homerfacility name
Please PRINT name of your location
Primary
*
Primary Address ‘ Phone® ’
City* | State* Zip Code*
IRS Legal If using SSN,
Filing Name* “  write person’s name
PRINT legal name of your enterprise as shown on your income tax return. If filling with an SSN, IRS Legal name from SSN card here
CANNOT be the name of the company. The SSN number must match the person the SSN number is assigned to.
Federal Tax (Check one) g
ID or SSN* - using Federal Tax ID,
| O Federal Tax ID O SSN you can find
Typeof | O Corporation 3 Individual/sole proprietor Q Partnership this information
Business™ | 1 Nonprofit/Tax-exempt O Government Entity aue 3 Foreign Entity “l onyour IRS form W-9
(Check one) If you check “Foreign Entity’, you must complete and provide FIS with a signed Form W-88EN Certificate of Foreign Status of Beneficial
Owner for United States Tax Withhokding. Downioad from http /Awww. irs. gov/pub/irs-pdf/iw8ben. pdf
ACCEPTED AND AGREED:
PROVIDER FIDELITY INFORMATION SERVICES, LLC
=
Signed by* Signed by
Print Name Print Name Leave blank
Titie* Title
Received by
Date Signed” FIS

8. Complete page 2 of the printed direct deposit provider agreement.
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Operations Contact

IMPORTANT:

Operations Contact Name*

‘ Phone No

ebtEDGE uses the info
you provide here

Operations Contact Email*

‘ Fax

Emergency Phone Numbers*

to contact your
home/facility about

payment processing
issues

Operations Contact Home Phone No.

‘ Cell Phone No.

Chain Store Information (only if applicable)
Qno
Chain Store? O Yes, Name of Creir: -~ Cpmplete if prgvider
chain or group will use
one bank account
Chain Contact Name & Phone ha for all payments
PROVIDER INFORMATION—2
Provider Locations
(Provider to complete, provide on a separate sheet or electronically if needed.)
Provider Location ID Location Address(es) Provider Location ID
- will differ
for each location
9. Complete page 3 of the printed direct deposit provider agreement.
:{ YOUR FINANCIAL INSTITUTION e
1} ASoRts o YR TN s

HA23L56789%  A23L5Ee FIROM STER ABOVE:
Attach voided check,
ATTACH VOIDED CHECK . voided deposit slip,

* Required information

Provider Hours*

Bank Routing Number*

OR DEPOSIT SLIP ABOVE

Provider’s Bank Account Number*

L L LT

or letter from bank/
pay card provider

AND

Enter bank routing
number and

bank account number
(or just your pay card
account number)

Open2472 [ Qves O No:

Provider hours below

Open

Close

Monday
Tuesday

Time Zone

Wednesday

Thursday

Friday

Saturday

Sunday

—END PROVIDER INFORMATION—

ebtEDGE needs
your home/facility's
operating hours

in case they need
to contact you
about payments

10. Make a copy of all six pages of your completed direct deposit provider agreement

for your records.
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11. Attach the item you gathered in step 1 above to the printed direct deposit provider
agreement you filled-out and signed then do one of the following:

a. Fax the agreement and the attachment (together, not in separate Faxes) to
ebtEDGE’s secure Fax line at 414-341-7085

b. Mail the agreement and the attachment to FIS Merchant Services, P.O. Box 290,
Milwaukee, WI 53201-0290

Reminders:
o |t takes ebtEDGE from two to four weeks to process your direct deposit
provider agreement and set up direct deposits to the account you specified.

e You'll receive a message in the Provider Portal entitled “Your Direct Deposit
status is Active” when ebtEDGE has set-up your direct deposit.

e You cannot submit a monthly attendance roster unless the status of your
ebtEDGE direct deposit is active.

Access Payment Transaction Information

When ebtEDGE has set-up your Child Care home/facility’s direct deposit, you can view your
payment transactions on the ebtEDGE website (https://www.ebtedge.com). If you submit your
attendance roster on or by the fifth day of a month, ebtEDGE will post news of the direct
deposit by 8am on the 16 of that same month.

Payment assumes that:

e Either NC FAST or the NC DHHS Division of Child Development and Early Education
(DCDEE) does not reject your monthly roster as incomplete or incorrect.

e ebtEDGE does not cancel the direct deposit of a payment because the bank or pay card
account is wrong (or has been closed). ebtEDGE will send a message to you via the
Provider Portal if they cannot deposit your payment.

To view payment information, you need to register on the ebtEDGE website. Registration
involves creating a user ID and password to access your payment transactions. You will also
select three Challenge Questions and enter a response for each. Everybody who needs to track
your Child Care home/facility’s payment transactions will use the same user ID and password to
access payment transactions.

Notes:

e Keep your ebtEDGE user ID, password, and Challenge Questions with answers in a safe
location.

e At ebtEDGE, you can only view the total amount that’s deposited into your account. On
the Provider Portal, however, you can view details about each payment (for example, a
breakdown of what you were paid for each child eligible for Subsidized Child Care


https://www.ebtedge.com/
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assistance). Consult the SCCA — Payment Process for Providers Reference Guide for more
information. It’s available on the Provider Portal.

1. Complete steps 3-5 above to access the ebtEDGE Child Care Provider Log In page.

2. The log in page displays. Click Complete your contract or register online now.

r: | S ebtEDGE*

Child Care Provider Log In

Enter your user ID and password in the boxes below and click Login.

© Eigstdi g password?
Complete your contract or register online now

Cardholder Logil User ID:
RIS oo [ | For North Carolina Subsidized Child Care Assistance (SCCA):
A Logi Click here for North Carolina Provider Agreement

gency Login Password:[— North Carolina Frovider Agreement
Merchant Login For Kansas Child Care Provider (KSDCF):
Provider Login Login Click here for Kansas Provider Agreement
Partner Login For Wisconsin Provider Child Care Provider (WIDCF):

Click here for Wisconsin Provider Agreement
User Admin Login Did you forget your password?
Your Password will expire after 45 days.
About EBT Your User ID will expire after 90 days of inactivity.
USDA - FNS
NACHA
Online Privacy Notice FIS Privacy Policy Terms and Conditions

3. The Provider Registration page displays. Enter or select the required information
then click Continue.
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4.

r:| = ebtEDGE

1 I Provider Registration I

registration process.
Provider Identification

. <l
-
- *FIS Provider ID:

*Provider Phone #:
*State or Program:

*Last 4 digits of Provider's Bank Account# :

User Access
*UserID:
*Re-enter User ID:
*Password:
*Confirm Password:
*Challenge Question 1:
*Challenge Response 1:
*Challenge Question 2:
*Challenge Response 2:
*Challenge Question 3:

*Challenge Response 3:

* Enter the text shown above :

5KKg4YJ5 e

%‘l Enter your Provider Identification, User Access information and click Continue to begin the online

-
<

Select Program b
Select Program

Kansas Child Care

MyWIChildCare - New Provider

MyWIChildCare - Add New User ID
!

| Choose One

nd will gray out after choosing a

Enter Provider Location ID
(same as FIS Provider ID)

Choose One

Choose One

(3"

I Continue I

Cancel

Notes:

e You must select and enter all the information requested on this page.

e Enter your Provider Location ID in the FIS Provider ID text box. (To quickly
locate a Provider Location ID, navigate to the specific facility home page in
the Emergency Child Care Portal.)

Click the State or Program drop-down menu then select NC Subsidized Child

Everything you enter is case sensitive. In other words, if you enter “Spot” for

the Challenge Response to answer the name of your favorite pet Challenge
Question, you must capitalize the ‘S’ whenever you answer this Challenge

[ ]

Care.
[ ]

Question in the future.
[ ]

You can change everything you enter/select before you click Continue. If you

click Cancel instead, you'll exit the Provider Registration page.

The Provider Registration Complete page displays. Click Continue to ebtMerchant to
view your direct deposit transactions (or click Log off to log off and exit this page).
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TS
E

Cardholder Login

=
.

ebtEDGE™

|0 The online regi

process was

Provider Registration Complete

Your online registration process is complete. Click Continue 1o ediProvider 1o access the eoProvider website

N Continue to ebtMerchant il Logoff |

Note: Call ebtEDGE at 800-894-0050 (press 1 to wait for the next available agent) if you have
guestions or experience problems with registering to access your payment transactions.

Update Your ebtEDGE Direct Deposit Information

Use this chart to determine whether you need to contact ebtEDGE.

REASONS

MESSAGE SENT

TO PROVIDER
PORTAL

TASK SENT TO
COUNTY DSS/LPA or
DCDEE

CONTACT
ebtEDGE?

ebtEDGE
completes direct
deposit set up

Yes. “Your direct
deposit status is
Active.”*

No

Yes. Wait one full

business day then

call ebtEDGE to get

Provider Location
ID(s).

Bank account info
missing, bank
account closed

Yes. “A payment could
not be issued to you
for the following
reason(s).”*

Yes. “ebtEDGE was not
able to issue payment to
<Provider Name>"

Yes. Call ebtEDGE
to relay new info.

Direct deposit
provider
agreement missing
information

Yes. “Your payment
information could not
be set up for the
following reason(s).
Please correct these
issues.”*

Yes. “ebtEDGE was not
able to create a
merchant account, or
change the account, for
<Provider Name>"

Yes. “Child Care
Provider <Provider
Name> unable to be
sent to ebtEDGE for
merchant processing”

Yes. Call ebtEDGE
to relay missing
info.
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REASONS

MESSAGE SENT
TO PROVIDER

PORTAL

TASK SENT TO
COUNTY DSS/LPA or
DCDEE

CONTACT
ebtEDGE?

Provider moves to
another location

None. DCDEE
Regulatory unit

No, unless bank
account or pay card

Provider changes None . : also changes (then
transmits information to
name, address, call ebtEDGE to
NC FAST and ebtEDGE.
and/or phone report changes).
number
Yes. Complete
None. DCDEE steps in the Set Up
Provider adds None Regulatory unit Your Direct Deposit
another location transmits information to | section of this job
NC FAST and ebtEDGE. aid for the new
location.
Provider closes,
provider Yes. DSS/LPA case
unenrolled from owners receive task to
None No

SCCA, provider star
rating decreases to
lor2

move children to
another provider.

New owner buys
Child Care
home/facility (or
existing owner
buys another
partner’s interest)

None. Treated as a
new provider (enroll
in SCCA program,
create and link new
Business NCIDs/link or
delink existing
Business NCIDs,
complete new direct
deposit provider
agreement)

Yes. DSS/LPA case
owners receive task to
issue vouchers for
children in home/facility

Note: DCDEE Regulatory
unit transmits news of
new ownership to NC
FAST.

Yes. Complete
steps in the Set Up
Your Direct Deposit
section of this job

aid for the new

location.
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REASONS

MESSAGE SENT
TO PROVIDER

TASK SENT TO

COUNTY DSS/LPA or

CONTACT
ebtEDGE?

Provider accepts or
rejects voucher

PORTAL

None

DCDEE

None. NC FAST adds
child to or removes
child from monthly
attendance roster
(which is used to
calculate the amount
NC FAST sends to
ebtEDGE for direct
deposit).

No

Provider changes
pay rates

None

None. NC FAST uses
new rates to calculate
payment for children
(and transmits total
monthly payment
amount to ebtEDGE).

No

* Found in Provider Portal under My Messages



